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Thfi manual was prepared by Judith West Edelman,

staff member of Career Education Project for

Westchester and Putnam Counties.e.Assistance

was received from Mary Gilmore associated with
the Yonkers Career Education_Project. The task

was to develova Community ResolIrces Model which c\

would compliment the other elementS of,the,Caree2
Education Project.

This model then will'define community resources.

Strategies will be described for, their imple-

mentation within a school system. Techniques

will be presented-for their effective utillization.

Sample forms for the'collecting and cbntaciing,

preparing and evaluatThg of resources will -be"

proided.. '

This, reference book ls designed for use by all

school systems with suggestions for resources
from broad areas. This il-Sting of resources

should not be considered cOmplete,,but rattly.

should be.regar.ded as a stimulant for a lock
school system to build its own local list.

We submit this manual in the hope that admini.:

strators and teachers will find this mariel.

useful and,will submit feedback to the Career,.

Education Office.
,
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Community resources are people, places, things.

They are people who are involved in q. iety of.
.,s.

,.,
,

occupations. - They are places where, occlipa--
%

q

tional activities are going on. T are things;

materials, tools, equipment, fa ties. The
. . -

effective,use of community reA ces is crtciai

to the achievement and goals Career Education.

It4c. v..4.4.1,,m VV V1 1VU11 vJ Ci

the following pages address themselves to the ways

in which schools and

partnership..

Lfs

unity can-build an effective

e

4
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KATIONAI.
OF

COMMUNITY KceS
:Why - Community resources?

*Se

What.ean be gained from more effective and more

extensive utilization of community resources in

public education?

1. The Availabilit of Skilled Reiource.

Persons in Many Fields - No two com-

munitiesare alike.; yet, all...have

people. The human talent available

in even the smallest community is vast

and most of the, time nearly entrapped
1,

by the, educational system.

2. __p.iittoOlveFi/The0orttnst-Fland

On-th6:.:JOb Activities - Contact with

Almunity workers creates. a .far greater

dnderstanding and awarendss of the skills,

sledge, andlattitudes required for the

ld of work.

,



V

The Relation of, Instruction .to

Outside World Activities - With

community involvement in whatever :4

form. or foc-us,,, the rerfitionship of

what is taught ii the sOhooi to

what really happens tn,the;community
..r

,; becomes apparent.

4. IessOft1:yieVastVaiThe.Awarerlet-

of Careers - ty involving parents,

employers, and employees in the

educational program,- students cannot

help but become 'more aware of the

-vast number of career'opportunities

-that exist; aliareneSs.precedes planning.

11410 .of Education

or Pre aration for Life - The closer the

source of the information to the real

thing, the higher the degree of credi:.

bility. Members of the work, community

can help students.. to understind and to

see for them'selves the relevance of

education to life, ho matter the career.

-goals which he may.purspe.

140
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- 7. Key. Steps:

e

40

qi

A. Within SchOol Stru.6,tvre

.1. Gaining top administrative support.
... c

2. Desienation of doordinator 'of Se.hool-

ComMunity Relations. ;,

,. . .
% .. '

3. Internal.- planning in the form- of:.
.

task/role defInition.

4: 'Development of Resource Directory.
N

5.h -Gaining support of bUilding.principA14;
g

6, .Gaining receptivity of teachers..'

,
B. Outside School Strubture

.

1. Creation of general advisory commi4tee.

2. Formation of industry-8ducatip-

Alj.iance,

.1

. V.

N'

Vzia

.

12.
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A P4AN FOR.GOMMUNI4INVOLVEMENT

urirey For What: is Av4ilaple.
,

Peraohs '

A Materials .

'1. -Placet to' visit

- Relate to Needs At Each Grade Level

k)--'. Classification' for usability'

'Establish a 41.ist"'Of.Resources.

,, ,
. .

Reference. points for staff, students, earanunlOpergons
a '/

Establish a Plan snot Use

Cooperative, venture of staff, administration, council

Establish a Community-School 7Student Cqundil:

Carry out surveys

'Publicize program

Gather resqurces..

a g
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" .

'Getting started:

. eA
There must be at least one interested ehl!

r 'thusiastic person to 'take the initiative."

SysidemaLizing commune 4olveMent requires-.

a Coordinator of Schh04-Community RelatioMs._,

who wilL be responsible forcoordinating,

developing, and'encou'ragingthe entire program

of cotmullity involvement. This c'o'ordinator

does mot hele.to be a new appointee, but what.

<

'Y

/is essentialis that the person so designated .

be given- the.suppOrt and .the time needed for

the implementation ok his responsibilthes.

a

1 4
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, GainingsAdminis

II

r tive Support

Na

O
4

Agieem tt as to the need fo-r the

effect Use of &immunity resources

in a K`12 Career Education Program.

:11

2. An ass s:sment ,ckf bothmon goals.

y 1j

3. - The deVelopment '-afl Mutually supporting

. strategies,

1
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Designation of Coordinator of School,;Communit

Relations

This person does not have -to be a new appointee,-

but'it is essential that a designated. person be,

assignedithe responsibility for 'planning, de-

vAping, and encouraging,the entire program o

community involvement.

.
4Who?

. .

41

1. . An interested, enthusiastic person

who is committed to and able to promote

the philosophy ofCareer Education.

2.. A person who is equally comfortable in

dealing with industry representativei

and school pers nel.

.
.

3. A person who understands what Motivates

.4.
industry to become involved IA community

service. .

s .s

19



4. A person who can interpret for school

people the concerns and needs of in-
)

dustry.
:

A person who knoVis curriculum, and is

sensitive to teacher and clapsroom
,

restrictions.

6. A person who 14.i.11 be aval1010.

c
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Checklist for Coordinator:

Do collectors of resources; i.e., pre-

viously identified teachers or designated-

staff

1. Have community resource forms? :

2. Know how to use them?

3. Know limits or responsibiliti&s?

4.- Have ways of reporting problems?

Do users of resources; i.e., teachers

Have plan for use of identified

resources

Note: See durriculum overview sheet.

2. Hgve-Clas room Informition Packet?

Note: See pps.

Have Resource Directory?

4. Have method'of reporting evaluation?

ef

/19
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1.

Internal Planning`

Task-Role Definition

1. Set perimeters for resource utilization.

local

contacts

type
size

nature of
variety

county

2. Identify those who will assist in re-

source colidction, .

Note: Resource collection can be done

by community resource coordinator;but4

utilization and motivation increases

with broader participation.

e

4 20

1



Systematize method of collecting

and reporting resources.

Note: See community resources

information forms,
.

.

4. Systematize, distributtbn- and uti-

lization of available resoureCes...

-Systematize the eqcording of

resultant feedback.

$

71



STEP
.

Resource Directory

The Resource, Directory should be of loose-
-

leaf-format. If should include:

TableA)f Contents
N./

-2. Appropriate Forms

3., Guidelines for contadtinresources

h fluid° nn CA ffanfi 170 .32Ces of roansIrncso

5. Teacher Information Packet

.6. Identification-of resources

,v

22



1Gaining.5upport of Building Prineipal

0.

One of the'surest ways to gain greater .

zation by teachers of community resources tiy-
,

ieacher is to have thebuilding principal put

his stamp of approval oh this kind of activity.

,We see the building principal's support as an

essential ingredient.

How to gain support of building principal?

1. Offer product - valuable, resources

for use by teachers.

2. Offe -r to share materials and support

teachers in return for the principal's

continued support.

Build on small successes.

4. Recognize that support will be re-

affirmed and reinforced if offeilable

product is, good.



SnP
Gaining Receptivityof-TeacherS

--"

How?

'1. Teachers should participate in

collecting resources.

2. Relationship of resources to -

curriculum should be demonstrated.

Collected resources should be made

availAbap,

.11. Community resources- coordinator

should be accessible.'

5. Committed sup44rt from building -

principal sho a be apparent.

6. Re-canva'sW,fo support periodically.

Keep doors op0h.

7. Reward participating teachers with

publicity via school meetings; news -

letters; administrative and community

approval, ,perhaps in the form of block

or mini grants to promote such acti-

vities as career fairs, business

simulatiOhs, and resource activities

involving more than usual costs.

24
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General OvisOry Committee
s

4'1

If there 'exists an advisory committee on tom-

munity relations, then.this group could be

asked to serve as an ad hoc committee charged'

with creatip&an atmosphere: for the collpb6-

ration of industry and education.

4

4
Should there be no existing committee, w.theetings,"

should be celled by top admfnistration of rep re-'

,sentative businessmen andeddcators. .The Co=
.

ordinator,of SChool-Community RelationS (chair.a,
, .

-person.cif th# meeting) might throw,aut.the .

4..

.
A

question:.' How can community resources be mare ,

effectively utiliZed.by'Our school popuNtion?, -41"

,.i

,
.

.

Those present could thezibreak into stall
.., . .

groups of businessmen and edvdators'interacting

in formalating suggestions. Out.ofthis'meet -

ing could emerge an advisory committee made-up a

of school personnel and businessmn. ee
4,

...

,
.

.1

The Advi§ory Comiiiittee'does not have to constst

solely, of repregentatives from tpp industries.
1.1

in. the area. It might'consigi'.of some -top

inchistrileeders-as Well as smali'bitsinessmen'
,. ,- -,,

in:the area.who already have a history oT
. , - .

invblvement with the schools. What,is'more" .

, .4 .'

2.0
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impdrtant thanthe roster of membership. is

4
the attitude of Attie membership. The goal of

the mup is to get somethings going - -to build'

a success,story. And `oftentimes) success

stories are.best Milt by starting out small,

building credibility.

Smallness does not mean aimlessness. The

Advisory Committee should have a'clearly

defined role. Leadership shourld be identi-

Objectivesyshould be fdrmulgted. At

alL Resou+$e Coordinatdi is the
. .

visible linkage between education and induoptry.
I

;

The group's responsibility is to ,espouse or sell

the concept .of an alliance between industry atld

byeducation. Active participation by all committee

1

members is best piqued-by stressing the possi-

-,bilqty of various levels of involvement.,

A

What we really are talking about -is, creating the

atmosphere' for cooperation--cooperation bdtveen

Industry and Education. Maybe, the best wayzof.

getting started is,to simply start.,

'tt

-27
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Industry - Education Alliance

Ip any new .effort what, is most difficult

is the initial step. In.formingan Industry-
,

Education Council, the General Advisory

,Committee (either an ad hoc or a specifiCally

formed group) is seen' as the initial step,

the nucleus from which' thee broader Industry

Education Council is formed.

he members of this Council (representatives

of education arlfi industry) should consider the

following in determining their objectives:

1. What is the quantity and quality of
.

resources available in the area? '

(

i-,

. .

2. what Cooperative industry-education

activities are currently happening?

.Irt what area' can industry provide

the most needed assistance?

4. 'How can community resources- be ef-
,
fectively mobilized?. How can= thkir

use in educational programs.be in-

creased and, improved?
. .

Refinements in objedtives will come through

the ptoce'ss of,evaluation.

41.



As to the specifics dr drganizational's;truciure,

little hasikeen said purposefully. Rather,:it

is felt that such details are bpst left to the

judgmefit of thOse involved. From our vantage

Point, 1:;hat is most important is thel,7creatic0C

of a general.frameifork allowing'3for flexibility

rather thanqthe creation of rigid precise' rules.

r

- 4
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' TEACHER'S GUIDE TO ril-E ECTIVE USE
OF COMMUNITY it:SOURCE VOLUYtEEk IN TilE CIA,SSROCM

c

Who are co.-,unity volunteers?

Community volunteers are men and women r presenting local industries,
businesses,' organizations and profcssio . They.have.volunteered their

services tostudi=ints and teachers in t' 's area.

Information provided-by them can help yaw students become more aware
of reality, and what to expect in the woad outside the classroom.

Why .use cctmunity volunteers?

1. To secure u1O-to-date information concerning:

new techniques in your field
practical applications.

2. To gain knowledge of careers that relate Ito your subject field.

3. To better understand community affairs:

Federal, state and local government services and regulations

clubs, civic associations and organizations.

4. To bring first-hand information into the classroom:

5. To relate extra-curricular activities to appropriate cbtmunity
organizations. 4

How to secure community volunteers.

1. Determine specific objectives.

2. Request principal's permission.

3. Select firm or' organization frpm the Community %sources Directory

or from personal contacts.

4. Write or call the individual, in charge, Or contact Support Systems
personnel at the Career Center.

TrOvide the speaker with all the facts he will..need:

size of group

grade
subject
topic
time duration
,date and time
location of school 22



11.

Confirm the arrange-neqs one or two days prior to the scheduled

dte of the meeting.

Now that you've seourea a Resource VO1unteer:
'/

-
&fore he arrives ...

,
I. WIain to thestUdentS mhy the speaker was_invited..

2. Have the students 19e aware that *they mill'be expected to ask

questions.

3. Encourage them to prepare sorry- questions irradvance.

4. Stress the importance of behavior to students.

15. Secure all necessarS, audio-visual aids.,

6. Assign a student to greet the guests.

While he is there ...

1. Have someone tape record the session (for later use and evapation).

2: Encourage students towards being inqulsitive (in relation to subject).
.

3. Act as a moderator.-

After he leaves ...

1. For-the students:

Obld a discussion atout th'! meeting
cover all highlight0
evaluate the presentation

2. For the speaker:

send him a letter of appreciation for.the visit
inform him of the complimentary results of your'evaluation

3. For the Support Systems Office:

the office of impressions and, results so that o hers may
benefit from your experiences.

Do ...

determine a definite date and time before contacting the volunteer

confirm the date in writing after arrangements have been made

Y4 .
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n

contact the volunteer a day or so before to confirm meeting

bd sure the volunteer knows what you expect Mil to talk about

4,
be sure the volunteer 1nows in advance the size, sex and interest

of th6 audience

be sure the volunteer has adequate directions for finding school

and the Meeting place

see.that 'pe volunteer is welcomed anal properly introduced.

. .. .

If possible, a cup of coffee mdght be welcomed before or after a mid - morning

appearante.

Don't ...'

keep a voluhteer waiting

.

assume the volunteer knows anything about your taudience - be sure

he does
,t

schedule a volunteer,early in the morning or lAte in the afternoon,

especially if he has to travel far

assign st6dentS to. hear a volunteer if they haveno interest in

What he has to say, or do not know why he' is talking to them.

4
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Sope teachers have found ,that planning in

September eases the pressure put on them

to find contacts.in community resources at

the last moment. Almost every contact area

can lend itself to a visitor from or visit

to,the world of work, if Mae' thinks broadly

ennnihs

-_- What we are saying is:

Plan to use resources.

2. Look it curriculup for year.

3. Match resources to Curriculum

sequences.
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CONTACT, ME PARE
V5OURCS5

Teachers often do not realize how anxious a

community person can feel abou4entering the

classroom even after th t person -'said

"Yes." Our experience .s shown that written

confirmation supplying 1 pf the necessary

information not only eases the concerns of a

community speaker, but makes possible a most

offors+icre rsrocarl+n-tirsrs

We call this written confirmation: Classroom

Information Packet.



r

A

X sample information packet should include

the following:.

1. Confirmation- Date and time set aside

for the community resource.

2. Classroom Profiles- Information about the

class

a. size d. prior experience'

b. age in resource's

c. 'interests subject area

3. Topic - Define specifically those areas

within topic which satisfy career

education objective.

a. 'skills, interests needed. for job

b." training needed

n. what lad denisinp to enter
occupation

d. relation of occupation to school

subject

e. =fulfillment received from occupation

Also under topic - suggest ways to de-

mystify the -topic; i.e.,

Q: How does someone know a gem from a

rock?

A: By the cut, facets, color, brilliance,

weight, clarity. (Not: It takes ex-

perience. You must be a professional.)

4. Sample questions that the class might ask.

5. Suggested visual materials to bring which

enhance presentation.'

4 IR
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' 6. DiredtionA to schbol - we suggagt a -`

1
, map.,
-c \
-->,

,-- , _

7.' Meeting place in school' -: alassr99m,

lottnge., office:

.8'. Teacher's name and phone number in

cp.se of queStons.

Amore .formal; ;but still effeptive Wa5i to keep-in
k, ,

touch, with your clintaet would be to use a personal
, . _ -

,

letter dont:wining this (i.nfortliation. "Your students'

could take the responsibilpty ,for developing it.
, c

Their creativity and-personal-touch may remove the
- ,

impersonality of the'fbrin letter. c

rz
Or teachefrs ,may want to. develop each written von-_
firmatiou with'th-e class, po as to at' the same-

r c
tilp,e prepare their students for the presentation..

Onteechers-mightwant to use a pre-designed form,
r

letter -to_ which they or their students would add

their personal fouch, A suggested forT4'iollows:'
r 'r

cr

a

C

r
C

c p

Cr'

.1'

r".

'k

rig



Dear .
Name

4

(Date

.
,

We will be looking forward to your visit on &

, .
. (Date)

t, The followipg information is being sent to you
.4 (Ti,me) . ..,. ,

so that you can prepare for yOur presentation.

Clasdroom profile: Might be prepared in advance
and duplicated.

Questions we would like to .ask:

Things we would like' see:

Directions: A map could be prepared in advance arid
inserted.

You will be met in the Principl's Office. If you have
4,

any questions, please call me, at during the
sch I day. In the event of an emergeicy, I can be reached
at r We appreciate your willingness to come to
,oqr c, ass.

p

Sincerely,

an



-"'SU-06ES11"1;',D QUESTIONS FOR THE ?LANN

OF VOLUNThiaiS AND VISITS , z.

.
.

1. Wh at*sPecial. interest or skills-de you need for"gour job?

2.. Wh at her occupations, can you do with your knowledge'and training?

.
i

What
-

ways can I-get this job 7training, college or experience?

-.type of person do,you have to be in
,

ii,order,to like and

su essful'at your job? .

- ..

.

What are all the different jobs you've had and w h4th have led you

to the one you have now?

6., Do you think that your mistakes have helped ,you to make better

. decisions?

7. ItThattyl.pes of!things
(interests) do STOu like to do, and how did they

help you decide-what'job,you,wanted?

What School subjects-do you Ilse in.your-work

How has your particular- job changed over the past tenor
twenty

,yers? Mhat do yuu LILLak it will be like inl-ntAh.er. ten y'L=r3?

10. How does thiCY b support your way, iof liVing in terns of ncOrtie;

.:knowledge, wort ng hourszi and leisure time?

.

11. 'Are your hobbies different from yout.jobs?
. ,

,l2. *hy'is this job important to you? What satisfaction do yoU

Dayou,know any cammen!factors'a person should possess, to be

,successful in the world of, work?

.

«

S
ti

I

1.

c..

41'
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After using a community resource, j-In-

portant to make recommendations to r

*clOordinator and /or' fellow teacilers'abont.
4.

-your classes' expefiences. 'In:ardeivto

keep the developing Resource Dirbctory,up-
,

to-datd your feedback-is necessary;
1'

-A-form is ineludbdin-the classroom Information

PaCket for your use. Please' be honestother,

teachers are defending on. you.
.%

'
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Most'ieachey; include a few field tripS in their

durriculum planS..ealch year. Career education

'programs would-like to encourage use of resources

and*resouree.people-in all curriculum areas on a

regular and freque t basis. Some suggeStions to

make, this realit 43,w6uld included,

Look at all the special events scheduled.

for yetir school', for the coming .1/ear,

Identify resource ,people toOrecede; L.

-'accompany, or.fol,low-up these events.

izco'f-ihe paticipant. terms 'Of

his/her career. 'Hays him talk about

his career as wei as perform:

r

'Suggestions for preceding schoOVevents

with a,misitor froth a related field.

mig ht

Have a pet show -= AND =- invite in a.

veteKinarl.an to talk-about his career

as well as care of animals. .

Have a concert--ANb--invit in a:pror.

feisional musician or singer to par .ti-

oipate and talk about his/her career.

NO

t.'

.
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.Have,an Artists-'in-Residence Pi4ogram--

AND--invIte in authors, publisher's,

business managers, illu'srator's, printers,
7 , .

etc.

What we are really sayingis: pat' any current

activity .with a resource having Career Education

,implications. 4

_2. Include ALL of the people who come to work in

your school in career ,education activities--the

bus driver, the delivery'people, the salespeople,

the suppliers; the office staff, the.pares -pro-

,
fessionals, the custodians, teachers who have or

had other occupations, etc.

3. InvOlve community people who work with students

after schogl (Xi s, Scodts,- 4111, Youth centers,

etc.) Remember that"dnring school honri th1sy-

may be the Least busy.
P

A. Seek a service.orgAtizatIon that will take a

special interest in our school and invite

members n on a-reg lar ,basis to talk about-

their careers.- The Rotary, Lions, Kiwanis, i

Soroptimist's,4:Jaycebs.and Jaynceesare groups

to look to fo/4,support.
_

.5. At the beginnirpg.Ot the year, identify the

tiosaibie contribAions of "all parents in

your sChobl. This ciuld-br,e'done by question-

naire, by telephone, by homeroom mothers, by

the PTA, 'etc.

t
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Exchange this information with other teachbrs
i

. . .

pifet. prior agreement on guidelines for usee

6. Don't fArget Senior Citizens. They are often

only a year or two Into previous employment

and would. weIcome the opportunity to come-

spbak and reminisce about their, careers. .

Churches,; temples, and neighborhood agencieg

can help locate senior citizens in your

neighboishood.

4'
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Besides the task of preparing and supporting the

community resource person or activity, the teacher

must prepare and support his/her students so that

they will gain the maximum in educational, social,

and rrsOnal growth from the community resource

experience..

This should suggest more th'an a hasty half-hour

"prep" and following day sum-up of the trip or

resource. Teachers have_ found-that,repe'ated use

ranall nf a raaolirna parcnnto v4sit, nh of
4;

trip during a unit of study serves to enhance

both the learning experience and the recollection

of. the students

. t

If possible, the teacher shouldifamiliarize him/

herself in advance with what will be seen and

done on a trip, so she cagouide the

students in what to expect and in what(to look

.for.

Borrowing the eight "Elements of Career Education"

from the federally sponsdred ComprehensiVe_Career.

Education MddelthelglidmIngSUggestions about

tof class dispu.ssion are made:

4
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pelf wo,v'eness.`,.---=--)
50,1-r;- [dent Ity
r.

-After the students have shared their impressions

of the type and conditiOns of work) 'the skills

and interests, the motivations and concerns of

the resource person or the people they saw on

their trip, they might relate this information

to themselves by 'asking such questions.as:

Am I like the worker(s) I have met?

- Do I like doing the kindS of things
have Lean people dn?

Do I have skills likethose Isaw or
would I like to be able to do the
things these workers do?

Do I like the working conditions of
this job?

Do I want to learn. more about these
jobs? Do I want to try them out
How can I learn more? How can I
-try them out? /
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5ei-c rat meni-,..
How, do people in this business' or organ-

ization depend on one another?

How do people in this business or organ-.

ization depend on people outside the

organization?

How do people in the community depend on

people in the business or organization?

W;iat Unv%+%,. ..Lsv&A. SOMC Ono 1stL " ucpuLivoylut

In what ways ate people in this business

alike? different?- Why 4 it important for

them,to be alike? different.?
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Cci Pent
How much do,people work independently?

with other'people?

What makes a person like to workalone?

with others?

`'what special-skills does someone need

to work?

44
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What skills dd the people need to do

their job?

What tools did the people use in. their

job?

How did people learn these skirls?'

AV

How did people learn to use these tools?

What safety practices must be followed

by the peopieton the job?

What physical and mental abilities are

needed to use the tools of this business

or organization?

O
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_Cc/ i-eer DeCIS ton

.What decisions did the people in the

business or organization make when they

took their job(s)? What information

did they need to decide?

What debisions do people have to make

on their job? What information helps

them make these decisions?

lla+ annic.4....ir. yy 77.= as stu ants make

that are similar to decision that

people in jobs have to make? What

decisions are not similar? What influ-

ences your (the students) decision?
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What are the titles (names)-of the jobs

here?

What are the. tasks that each job includes?

What skills do the people that perform these

jobs need? What education or.special train-

ing do each of the'jolis require?

What sort of life -style "goes" with the

various jobs?

What goods or services come from the jobs

seen?

In what ways must people work together?

Independently?

How does performing the jOb give the

-person satisfaction?

What rewards are there in performing

these jobs?

What occupational clusters (i.e., Hoalth,'

Communication, Transportation, etc.) do

these jobs fit into?

.'\

0

52
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What do people earn for doing their

j b?

How do people get paid?

How-do they use their money? O

'How does the business or organization

get its money?

HoW much do the goods or services of

the business or organization cost? Hbw

was the price decided?'

Have prices of the goods or services

gone up? down? Why?

Have costs -to the business or organiiation

gone up? Why?

How do banks and investors play a part?

53
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Students might consider the following:

What kind of education did the workers

have?

Whattype of education is necessary to

d6 the, job?

What kind of schools offer this education?

What am I doing now in school that will

prepare me for this job?

What kind of things am I interested in

doing in school that, are like the things

done bn this job?

C

00



.Eefore planning a field trip you must first Aecide

if the energy of the students and staff are a

while expenditure of timel'expense and effort.

hould determine before making any commitments

if this trip taill provide.the kind of learning

, e,cperienee.desired,ell help to clarify concepts
.

curtently being*presented in the classroom, and if

a field trip is t best way..of accomplishing your

gon19. 'After yol linva Aanift0A.lipon a fio" trip

you must make t e necessary arrangements:

Select ppropriate,regource.,

.2. Gain} dministrative approval.

3.' Gain resource approval.

4. Esyimate the length. of time,invD1vwd

fdr traveling and

Make transportation arrangements.

6. Get parental approval, it necessary.

7. Get parental' chaperones, if necessary.

55'
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Prepare the students for the. trip:

1. Develop a background or the students by

giving them reference materials, films, etc.

2.*'%Cooperatively decide. on the value of the trip.

3; Work out with students specific points -t

observe.

,

Points of interest in career education r6source

a.' variety.of entry level job opportunities.

b. training required for various jobs.

c. employee attitude.

d. materials or tools used on the job.

e. Why do the various peopleactually do?

f. working

g. ,relations between different emplayees.

h. Which employees Work alone, and which

work in teams.'

. i. hazards, safety.

j. How did different works s get interested=

in their work?

k. What' did different workers like to do as.

children?

1. salaries.

m. .promotion possibilities. ic

n. benefits (union, medical, holidays, sick

7.1eave, etc.)
,

o. pros es of job: source of raw materials.,

products and their use, distribution, and

effects of- automation. pi

45
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effects of job on personal life.

q. cultural and social value of job:"
s

,aesthetic, TconomiC or'social beriefit

to the community, community4inyolvemeyit.

4. Develop a questionnaire for students to use'

ift interviewing employees.

4

5. Discuss possibility of taking>pictures

(obfain permission).

lk

110



After the trip:
O

dA, !A

3

1. Send a thankyou letter to host.

2: Have a follow-up lesSbnr.

a.. discuss characteristics of different

jobs.

b. tools used.

c. environment.

d. educational training needs.

e. variety of Sobs within occupational

lcluster.

3.' Inkite hot or someone'in a similar field

to'Ciass to answer questions.
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Check :list for field trip

G

I

1. know why, you are, going

2. locate appropriate resource

.3. confirm arrangements f
'emus if.

I

,-

J

4. get administrative approv*1

#

5:' pt parental approval r1,

6. prepare students
(

7, obtain 'no pc, ccar,cr acirli iii ()nal' c.#111e'rvi Ri cin-. ,,

8, make transportation arrangements

._

9. follow-up

#

#,

so.:,...

. ..
1 .11

c
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EXPERIENCES

All teachers have special activities that

they like to carry out with their classes,'

fihe following'is only a suggested listing

of some of the techniques students might

Lind interesting motiiiiating..

0

Besides class discussions and research

activities, students should especially be

encouraged to try "hands on" activities- -

experiences that have students doing. sothe-

thing as part of their activities revolvinA

around field trips and visitors.

Many of these activities could be combined

to 'form a sequence of activities--one

building upon another. One district's unit

on Forestry did just that combining a field

trip toa ldmber yard and a furniture store

with a visit from a forest ranger, plantiv

of seedlings on the school property, illus-

trating ways to protect and preserve our

National.Forests, role playing, and research.

reports.

CO



What is important is to begin. Your cldSsesi

*enthusiasm will encourage you to parry on your

activities.
40;z,

You might try the following:

dramatization of things/activities.

Seen

simuldtion of things/activities seen

role playing

producing items similar to those seen

making mobiles, i.e., showing workers

i at a site l"

hanging production lines across a class-

-room, i.e., a clothes line with each

worker in correct sequence

A

adapting games to the trip or visitor,

i.e., "20 Questions," "What's My Line"

making dioramas

making movies.of activities seen

writing want ads for jobs

-s

having the classroom simulate the

business for a, day

simulating job interviews

writing interview questions for workers'

writing stories about workers, i.e.,

"A Day in the Life of..."

gl



e>,

o finishing _stories started.1* another

student; i.e., "The.day the double-.

boiler in the candy fat tom lar-OliUI___:"

was quietly doing my own job when..."

invent'a new product or service for a'

business to sell
I JP

write enevrs release announcing a product
r

or servic'e

making models or sculptures or product6',

i.e., an elevator, vdesigner dress, etc.

..,

C.2



4 

- 

lA 1 
,v v fbv3 

ti 



Name of
Organization

EDUCATION PROJECT
-4,

BOARD OF COOPERATi#EtrEDUCATIONAL SERVICES
. .

Yorktown Heights, New York 10508

'CommunitIr Resource Data .Form I

4

Name and Title of
reInt.lef PoTqnn

lele'phone
[Advance'
Nor ice

What ran qiudPntc see,' touch, do?

Alternative
Exftriences

Any comments, special considerations

NA - Question not asked
NR - No response USE REVERSE SIDE .1:P NECESSARY

G4.



NAME

STREET ADDRESS

CITY/TOWN

COMMUNITY RESOURCE FILE

PHONE

FIELD OF INTEREST: (cite occupation or industry, arts
and crafts, science, public service, hobbies, business,
trade unions, etc.)

SPECIAL SKILLS:

WHAT GRADE-LEVEL GROUP ARE YOU INTERESTED IN Oil ING WITH?

"PRIMARYJK-5) 'MIDDLE/JUNIOR HIGH (7-9)

ELEMENTARY (4-6) HIGH SCHOOL (10-12)

,WHAT SIZE GROUP WOULD YOU LIKE TO WORK WITH?

LARGE: 20 MEDIUM: 5-20

SMALL: 2 -5 INDIVIDUAL: 1-1

TEACHER PLANNING:

HOW MUCH TIME WOULD YOU BE WILLING TO VOLUNTEER?

WHAT WOULD BE THE BEST TIME FOR YOU TO-VOLUNTEER?

MONTH DAY TIME

THANK YOU FOR YOUR COOPERATION...PLEASE RETURN THIS FORM

TO:
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TEACHER'S NAME

SCHOOL:

REQUEST FOR SERVICES

SUBJECT AND/OR ORADB(S) LEVEL:

TOPIC:

NAME OF CONTACT:

ADDRESS: PHONE

DATE: FIRST:

SECOND:

THIRD:

TIME: A.M. P,M. ---,-----------

SIZE OF AUDIENCE:

SPECIAL COMMENTS:

0,

f.

Wwwm,...........r.or...m..........o.w....



eh
COMMUN TY RESOURCE FEEDBACK FORM

Name of Respondent:

Grade Level:

School:

Resource:

Address:

Phone:

nriof nncn.r4,,+;^».

Was presentation appropriate for your students?

Was presentatipn interesting and stimulating?'

4

Would you use resource again? .

I
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RESOURCES:

'7441pr t
AdviSory Committee for Career Education. A

-booklet: Career Edu.cation Project, Cashmere,.
Washington

o

<
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